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ABSTHACT . 

This occupational skills instructional aodule on 
authority and responsibility is one at twelve itaking up a curriculua 
qui«de on the huaan aspects a£ vorking in orgai^izations. Ihe nodules 
are designed for utilization at various educaticnal levels ranging 
ftoB high school to adult and continuing education^ in either 
acadealc or vocaticnal prograas. This acdule is organized into nine 
sessions: ^(1) the meaning of authority and respcnsibility, (2) foraal 
lines of authority; (3). the infpraai crganiaat^icnf (4) finding out 
your responsibilities and authority, (5) xeaponsibilities-^vhat 
eaployers ejxpect, <6) handling responsibility, (7) respcrding tc - 
authority, (8) clarifying authority and resEcnsibility-***the rap 
session, and (9) authority, responsibility, and the changing roles of 
foaene Each siessioii is arranged according to the fcllcving y 
coaponents: topic; objective; skills ea^hasized (a listing of 
specific skills, e.g. , . knowledge of operating procedures, 
dependability); Qote^ on the iaportance cf the session topic; list of 
aaterials and equipaent needed (a cop; cf each student aorksheet, 
transparency and/or handout is included); activity (description of 
how to conduct activity) ; and follow-u( (discussion questions or 
activities to assist students in suaa arizing or evaluating session 
topic)* Teacher resources including the titles, sources, and 
descriptions of books, articles, and atmiovisual aids concl*ude the 
Bodule* A 16-itea Bultlple chbice test J[pr use with this abdule is 
available in document CE 018 569. CE 01^ 556 v^escribes the twelve 
■odules and their developaenV* (JH) 



* Beproductioi^s supplied by EDBS arc the best that can be ifade * 
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• ; ' . I , - • - — 

, When people work together, in organizations, tliey are given certain 
amounts and kinds of authority and responsibility. LthorS ?s Se Sght 
to make decisions, to act. and to direct others to act. ResponsibilTitv is 
the obligation of workers to perform satisfactoxUx the duties they are 
assigned. . . ■' 

Formal lines of authority are often shown in organization charts. An 
organization chart shows who supervises whom and the titles of eaph position. 
By studying the chart, workers can gain-an understanding of where they and 
their departments fit into the total organization. 

^nr-^r.^il^ of authority show the "official" way an* organziation 

works, the informal organization is also very important to an organization's 
functioning. When people in an organization get to know each other personally 
and begin to *orm friendships, they are forming the informal organization. 
Informal relationships can improve the worbliigs of an organization when 
workers willingly help each other. *' 



One way workers can become familiar with their responsibility and authority 
is by studying their job descriptions. Job descriptions do not tell exactly 
how to c^rry outjpb duties. However, they can give workers an overall view of 
job responsibilities and authority, which can help workers avoid making 
mistakes. 

Employers exp ect Some thi ngs from workers which are not outlined in job 
descriptions and- yet are very important. They expect certain attitudes toward 
work and toward the organization such as: 

^ . loyalty, 

I enthusiasm, 

punctuality? 
depeiidability, 
honesty, 
willingness to, learn,- and 
willingness t^-^ccept criticism. 

' O • ^ ' - - . ' - 

Workers ^ho develop these attitudes can greatly improve Jheir chances fojr 
suQcess on the job.. 
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AUTHORITY AND RESPONSIBILITY * 1 



One xommon way some people use to avQid responsibility is making excuses* 
Workers who make a habit of giv^ing excuses instead of-accepting responsibility 
often disappoint themselves and their employers. The habit' of making excuses 
can be broken • Wo rker s should recognize excuse-making * as being a jproblem * They 
can then decide to accept responsibility by planning, getting help from others, 

setting deadlines, making lists, ^nd rewarding themselves'^for completing tasks. 

• * - 

Sometimes workers have difficulty knowing how to respond to authority. 
Situations may arise in which workers: • ^ 

cannot do what a supervisor directs » 
consider an order from a supervisor wrong, or 

receive conflicting^ orders from different supervrjtsors. \' 

Workers need to learn to deal with these situations with [skill' and tact. 

Confusion over authority ^nd Itesponsfbiiity can create difficult 
problems. One way of . dealing with these problems is by holding a r^p sessioti 
in which all workers are considered equal. During a. rap session, problems ly^ 
may be brought out into the open and discussed. * < ' 

y II^ recent years, the role of women in organizaitons has been changing; 
Women are seeking mcore authority an^ responsibility in thein'jobs thaA they 
have held previously. Both men and women are having to adjust to the new 
roles o£ women ±n work situations. - . 

: This module deals, with many^ different facets of authority and respon- 
sibility: Workers who are familiar with these different facets will„be 
better able to understand and handle situations they will encounter at work. 
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SESSION ONE 



TOPIC: 



OBJECTIVE : 



The Meaning of Authority and Responsibility*, 

1 



After definii^ authority and responsibility, students 
will be'sble tt) identify ejiamples of authority ^an(J ' 
responsibility in work situations. 



SURVIVAL SKILLS 
EMPHASIZED: 



> Punctuality 

Adjusting to work situations 

Organizing others' work activities 

Knowing what is expected 

Being neat and clean 

Working under pressure ^ 



IMPORTANCE : 



In any occupation workers need 'to know what their 
responsibilities are and who has the authority to tell 
them what to do. Students need to. understand the mean- " 
ings of authority and responsibility and to bA:ome aware 
of how they are related. Th'is awareness can help students 
understand the specific authority and responsibility 
relationships of a work situation. 



MATERIALS AND 
- ZCJUIPMENT: 



Student Worksheet //I 
and Responsibility 



- Carla Lopez: A Study of Authority . 



ACTIVITY: The Meaning of. Authority and Responsibility ^ 

1,. Call for^ suggestions from^ the class in answering the • 
question, "What is authority?" As the students 
respond* with important or relevant aspects, of authority, 
list them on the board. 
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2. Have students apply the term authority specifically to 
job situations and see how close they can come to the 
definition below. ^ # ^ 

^ Authority in av job situation is the right to decide, 
to^act,' and to direct others* to act (or not to act) . 
in achieving orgarfizational goals. The power to 
reward and punish others is one aspect of using 
authority, " ' ' ' 

3. Call for siTggestions from th^ class in answei*ing the . 
. question, "Vhat is responsibility?". 

• Respons ibi3.it y means the obligation of workers to 
.their superiors to perform assigned duties satis- 
factorily. . , * 

v_ . - • ' ' ■ ^ .: 

4. Pass out Student Worksheet #1 - Carla Lopez { A Study 
of Authority and Responsib'llity * ' ♦ 
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5. Have studeats read the case, keeping in mind the ideas 
of authority and responsibility previously discussed. 

r- ^ ^ 6.' Working either individually in pairs, or in small 

groups, have students answer .the questions at the end 
of the worksheet. 

FOLLOW-UP: 1. Discuss possible responses to the questions on the 

Worksheet. . , ' ' 

• Carla.' s r^seonslbilities as explained on the worksheet 
' are: , ^ 

* ^ (1) to supervise twelve food service employees 

(2) to make sure food is weighed properly 

(3) to make' sure food I3 prepared attractively 

I (4) to make sure employees use sanitary methods for 

. , preparing food \ ^ 

• « • C^rla exerciaSd^her authority when she: . 

(1) decided the Division c^uld work short one employee 

(2) decided the DiVisibn could not work short two/ 
employees and began telephoning employees who 

\ wer^ scheduled to Jiave the day off ^ f , * ^ 

' * r ^ ■ 
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(3) assigned duties to each employee 
* ■ • .' 

\ (4) sent Ginger *home to change her uniform and put 
dn a hairneit 

.• - ' < .' 

X5) decided Gjeg would not receive a pay Increase 
if he did. not improve his punctq^lity v 

(6) ass ignelit Greg to t^rain a new^ employee to weigh 
^ food for special diets " ' 

(7) assigned Greg to m^e salads 

Ask students if any of Carla's responsibilities are 
related to her authority, -» 

^ • 

• She has the responsibility of making sure food is - 

r weighed prtperly. She use* her authority to assign 
Greg to instruct the new employee. 

■ ■ . /■ ... * 

•. She has the responsibilitjf of making sure food is 
prepared attractively. Stte used her- authority to , 
assign the salads to Greg, because she knqws Greg 
will make .the salads more attractive. 

• She has the responsibility of makings sure food is 
prepared in a sanitary manner. She used her • 
authority to send Ginger home <:o change her clothes. 

^ow are authority and ^fesponsibility re:^ated? 

• Workers must have th^ aufthority to carry out the 
responsibilities they are assigned. 
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student Workstieet #1 ^ y 

Cdria Lopez: A $tudy of Authority and Responsibility 

Carla Lope^ is the Food Service Supervisor atN^ercy Hospital. She 
supervises twelve, empioyefes who prepare and^sei:ve' meals for hospital patients 
and for the cafeteria, which serves hospital staff and visitors^. Carla has a 

^reputation with )ier employees for "running a tight shlR," yet being pleasant ' 
^rid fair. She began working in the hospital kitchen washiM dishes part-time 
when she was ^ in high sc'hpol. , After graduating, She began -^r^ing full-time 

*apd quickly learned all the <fet;ails and procedures of the Food Service' / 
Division* After five years she was ptomoted to supervisor. - * 

Carla'.s immediate supervisor is Mrs. Melrose.,, tThe. dietitian. After work- 
ing with Mrs. Melrose for several years^Carla has learAed •^at Mrs. Melrose . 
believes that food should always be serve^^attra'ctivety and that food for ' ' 
special diets shoxild^be measured exactly. * She ha^ also emphasized the importance 
of cleanliness And sanitary methods *in preparing food. .* * , - * 

"■/."' ' 
♦ %" » " . • 

Today was especially hectic for Carla. Just one 'hoar- of the'aftemoon 

went something like" this: " . . 

a:30 pm - Ellie SimOn called in sick. Carla decided ^that ^he could manage - 
, to work short one employee. • ' ^r. ' 

.\ ^ ^ • ^ ' ' - ' ■ ' ■ 

1:35 pm - Chuck Baylor called to say he^tiad just found out his father was 
' , critically ill and he Was go^ng to fl^ to New Jersef;tb see him. 
Since it would be quite difficult to work short twb employees, ^ 
Carla Ije^an calling employees who were scheduled to have the day. 
off. Finally, Lois StVeeter agreed "to take thuck' s place.. 



vT 2 :'00 pnis *^ Carina met with the afternoon shift employees to assign duties to 
each employee. She emphasized the importance .of cooperating and 
f helping each other because they -were short one {ferson. Carla > 
noticed that Ginger Harper's urtiform was>^wrinkled and dirty and 
that she was not wearing a hairfiet, a^ required by th^ Stat^ Board ^ 
of Health. 



2:10 pm - After theStraet^g, Carla* talked privately with Ginger. She sent 

Ginger home to change into a clean uniform and to put on a hornet. 

2:15 pm - Greg Shaw appeared, fifteen minutes late for his schedul^ed shift 
Sor the third time this ^eek. - Carla called- Greg into her office • 
and explained that he was b^ing unf afir to the other employees by 
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. .' being late. ^SirtcV this was" gatt'lhg tp.be a^i- ongoing problem, Carla ' 

. , . told him thatf.if vha did net llproVe hife punctuality., she would^ave' 
to tuTO'dpwn^ tlihe r'aise .that he haftrequested,^' Sheiexp^l^^^ 
' - although he di^ Excellent work, his- record 6f tardiness was beginning 
^ ^ . to;interfere wlth'the^^ She then 

assigned him; td;^shoy Je^n, a new employee, how to weigh fopd .for ' 
the. special die% She also assigned him to prepare the salad bpwls, 
since Greg seemed. to have k special taT.eirt:,for garnisWg them 
•• attractively. v. ,, . - 

What are Carla' s responsibilities?' „ 

'1.' ... • ^: ' ■ ' ■ ' ■ 

2. ■ .. - ■ . , . ■ - ^ • 

\-'\ ■ .' ■ . . 

In what ways did Carla^ exercise her luthority? ^ 



2. 
3. 
"4. 
5. 



V . ■ 
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TWO 



TOPIC: Vormal Lines^ of Authority 



OBJECTIVE: 



By/corapleting an organization chart, students will become 
aware of the formal lines of authority within afi oarganiza- 



SURVIVAL SKILLS 
EMPHASIZED: 



IMPORTANCE ; 



J 



r.vy . 

Wording 'as a team member 
Kno\f^ledge of operating procedures 
Understanding written information 



Each job in an organization holds certain responsibility 
and authority. This is determined by the formal relation- 
ships between the people who form an organization. By 
studying an_organizati,pn chart, students will become aware 
of how formal lines of authority help an organization run 
smoothly. They will also gain a perspective, of how each 
position fits into the organization. 



MATERIALS AND 
EQUIPMENT : 



For each group of about six students, prepare; 

One set of Personnel Slips ,-; cut along the dotted line. 
There will .be k total of^ eighteen different slips for 
each group ; 

One pen for writing on the Transpare^ncy ; 

One copy of Transparency //I - Qrganizy :ion^ Chart 

^7 ^ 



Transparency #2 - Organization Chart-Sample 
Overhead projector 
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ACTIVITY: :^mal Lines of Autiibrity- ' ^ 



\ 



1. Prepare the 
concepts of 



class f of "the exercise by reviewing the 
responsibility and authority aftd by 
explaining the purpose of an organization chart. 

• An organization chart shows»thc formal relation- ' 
ships betv^ei*! ^he people who form an organization. 

• Most organization charts show: ■ > 

a. The different parts (division of departments) 
of the organization and how the parts fit 
together. ' i 

b. Who is supposed ^to supervise whom. 

• Organization charts dp not show: 

a. How much authority or power a job holds. 

b. All the lines- of communication'. 

c. The informal organization. » " 

2. Divide the class into groups of about six students 
each* Give each group one set of Personnel Slips , ^ 

-one copy of Transparency //1 -Organization Chart , and 
»a pen for writing on the transparency. Have the group 
members divide the Personnel Sllp.s evenly among them- 
selves. 

3. Have the students write the names and titles of the . 
workers described on the Personnel Slips in the 
Transparency. 



VARIATIONS: 1. In a class of eighteen students or smaller, this 

activity can be done asr a class. Give each student 
one or more Personnel Slips . \. 
■' ■ ' 

2. Students may be given the Personnel Slips and asked 
to develop an organialation chart without the aid of 
Transparency //I. , 
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When students have completed their charts, have a 
volunteer reporter from each group explain the group' s 
arjrangement to the class in terms of authoirity- ^ 
Responsibility relationship 9,. 

When the reporters -have finished, show transparency 
#2* '0rgaTtizat ion 'Chart; Sample aiid have students . 
comment on the differences between their chart and 
the one' on Transparency #2. , U.'^e the following 
questions for discussion: < 

' " ' I 

• If .you were wotking for a company that did not have, 
an organization chart, how could you figure out the 
fomal lines of authority? 

' (For example, position titles, who supervises whom, 
and who reports to whom.) 

^ \ ■a 

• How can an organization chart help workers tinder- 
stand their jobs? 

(For example, understanding where they fit Intro the 
total organization gives workers a bett^ awarene3s 
of their own positions; awareness of opportunities 
for future advancement; understanding the organiza- 
tion's chain of command.) ' 

•What do you think Is the purpose of a formal authority 
structure within an organization? 

^ (For example, minimizes confusion over authority and 
responsibility relationships; establishes responsi- 
bility for actiorist) 
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P^rsbnhel Slips \ 



."Arthur Eldridge is the General Manager > ^He is in charge of the overall " * 
operation of Convenience Wholesales. He sui^rvises the work of the Sales, 
Warehouse,. Transportation, and Accounting Divisions. ' " 

_ _________ _._ _„__ _____ __ 

Sandra Hall is the Sales Manager . She is supervised ^by the. General Manager. 

She is in charge of the processing of customers' orders, and she supervises * 
two Order Clerks. - 

^ <• ■ _ ' ■ ^ 

— - ^ ___ __ 

Jose Cordobd is the Warehouse Manager . He is in charge of the O^jeration of 
the warehouse. He supervises the Stock Control and Purchasing Clerks. 

Maurice Eppler -is the Transportation Manlier . He is in charge of shipping 
and receiving all goods and keeping records of alt transportation costs and 
'charges. . 

_____ . _ — ________ ___ _ 

Marc ia Roderick is the Accbunting Manager . She sup«irvises five main functions: 
-fi^^'__^"!""'^^ Accounts Payable,* Cashiering, and Payroll. 

... ~ ■ ^- '. ' ' ~ '■ ' '~~ :~ ■ 7=- •- — 

'Tim Moriarity^is an Order .Cleyk in the- Sales Division. His main job is 
typing shippitng Qr<Jets. He.*^also^screpns all telephone calls to they Sales 
Division. ^ f-^lrf-v^ • ' i ' ;'rr* V 







... W.- 
Diana Moline ±^^ ^iii^liMv\!: ^ii the Sales Division. She checks on customers 
credit s ta t^s^ ^^^^^^^^^"^H^^ 

Roge» Kirby it a Stpc^^ ^-^^^^^^y^M Warehouse. He keeps the inventory 

up-tQ-date and handle^;' shippirrg"ders^ to detennine which goods are in stock 



and which goods must be ordered 



Maureen Cost^LIo is the Cashier for the Accounting Division. She receives 
payments from customers and prepares checks to pay suppliers and employees. 

'.^^ • * ■ ■ ' - , 

Cynthia' Cochran' 'Is the President ami pwnet of Convenience Wholesalers. She 
sets goals for the company and supervises its overall (iteration. 

< *~ ~ J — — — — — — — — — ^ 

Stephen Caldwell is the President's Executive SecretaA . He screens telephone 
calls, types correspondence and handles appointmentg^or the President. - 



( 
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Klm^Sato is SecretaryHe'ceptlonlst for the General ^lanager. She greets 
visitors, screens telephone calls,, and types (jor.respondence for the General. 
Manager. ' . ' , 

-4 — _x. ^^-_.--._>_i...._ — , — . — 

eiaudia Cortes is a Purc^iaslng Clerk in the Warehouse. She. orders merchandise 
from suppliers^ and rkeepsth^ inventory records up-to-date. » She also approves 
bills from supplier^ apd seiVis them to the Accounting Diviaion fbr payment. 
-.^-__„„_«._„__.„.^^^«.„„„.^^„„_„_ «„^^„.__^„__ 

Raymond Small is a Clerk in the Transportation Division. He computes ^pping 
charges for .customers' orders. He also screens all telephone calls to-Jthe 
Transportation Division. 

- . ^ . ^ ^^^^ ^ ^ ^ 

'Denise Kingston is the Billing Clerk for the Accounting Div^ion. She 
prepares bills to customers for goods they have ordered. 



Russell Frey is the Accounts Receivable Clerk for the Accounting Division. He 
sends bills for goods and shipping charges! to customers. He also records pay- 
ments received from customers* 

Paula Cook is the Accounts Payable Clerk in the Accounting Division. She 
records bills from and payments to supplier^. ' ' 



Leon Grahaqi ,is the Payroll Clerk in/the Accounting Division^ He keeps records 
of employees' hours and the amounts employees are to be paid. 



. :/- " ■ ■ ■ ■ . ■ ■ ■ ■ , 
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SESSION THREE 



TOI^IC.: The Informal Organization 



OBJECTIVE:' By comparirig formal relationship^ to informal relation- 
ships in ain organization, studei^svwill recognize the 
informal lines of authority that ex\s^ in job situations. 



SURVIVAL SKILLS 
* EMPHASIZED: 



Getting alon^ with others 
Working as a team member 
Knowledge of operating procedures 



IMPORTANCE : 



The formal organization is usually well^-def ined, and 
relatively easy to identify. However, many, job^ituations 
are also influenced by an informal organization, \Formal 
authority rests with a position. Informal influenc 
depends more on the individuals involved. The infoi^al 
organization is important in the operation of a firm,^ 
Workers need to be 'aware of unwritten rules and custom^ 
which are usually developed by the informal orgat^ptioris, 
In addition, the informal brganization can increase or 
decrease the efficiency of the formal organization. 



MATERIALS AND transparency /A3 - The fnformal Organization 

EQUIPMENT: Transparency \\1 - Organization Chart Sample (from SESSION TWO) 
Student Worksheet //2 - CasevStudy: The Inside^^^lan ^ 
Overhead Projector . • ^ 

? Colored pens for writing on transpareiicies 



ACTIVITY: Informal Lines of Authority - Class Exercisq 



1, Begin c^lass by using Transf)arency //3 -^ The Infoi^mal 
Organization t6%explain and discuss the informal 
y^rgafni^ation ^ 




J. 
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2. Project Transparency 7/2 - Organization Chaft-Sample > 
■ Read the folJDowing description of the informal 

J * organization. Draw ^ines connect^ing the persons who 

^ have 'relationships. Use a dlffereat color p' en to . 
^ connect eajch of the five groups of persons listed. 

..The re?sulting jumble of lines will sh<^ students how 
complidated an informal organizat'ioij can be, even ^n 
a ^srnall organization of 18 members. ] ' ' . 

• ^ I ^ ' [ , . / . 

• Madre^en dbstello (Cashier), Kim Sato (Secretary to ^ 
the General Managen , Jloger Kirby (Stock Control 
Olerk) , and Russell Frey (Accounts Rei^eivable Clerk) 

.'have formed a ^ar pool since they all ^live in. the 
same neighborhood. They often talk about their jobs 
together and help each other with work problems., 

• Arthur Eldridge (General Manager) , Diana Mol;jLne 
(Order Clerk) , Marcia Roderick, (Accounting Manager) , 
Raymond Small (Clerk), and Jose Cordoba (Wareshouse 
Manager) have fi)rmed a bowling team in a"" local league. 

4 , They have goto<en to l^gpw each other and sonveA^yimes call 

on each other when a 30b needs to be don^ in a hurry. 

• Denlse Kingston (Billing Clerk) and Roger Kirby (Stock' 
^ Control Clerk) started a tradition of holding a party. 

each month for those who hav6 birthdays. They 

i • usually collect money from all employees and ask Leon 

Graham (Payroll Cleric) or Claudia Cortes (Purchasing, 
Clerk) to bake a cake. 

• Since >the Sales and Accounting Divisions are located 
close together, T^ Moriarity (Order Clerk) had the 
idea of starting a coffee fund. Employees in both 

. Divisions pay a certain amount each month for coffee, 
i cream, and sugar, and all employees in the two 

Divisions take turns making the coffee. 

• Cynthia Cochran '(President) and Sandra Hall (Sales 
>^ Manager) have become good friends ajid often play 

tennis together. 

3. Questions for Discussion . 

• How can thef informal organization help the company , 
get things"^ done? , ' 

\[' V . . . . n 

• How could problems arise as a result of ^ the informal 

• -organization? 



^yTHORItY AND RESPONSIBILITY 



A. 



• How could the informal ,organizat^;Lon affect the 
/formal authority ai^d responsibility relatix^nships 
in the organization? -* ' ^ 



FOLLOW-UP: Dlscusd the value of being aware of the-informal 'organ^za- 
^ -.r \^ 'tion where you work. For example, a worker who do*es not ^ 

\ unfler stated .the explanation of a new procedure may not want 

Jto ask the supervisor 'to ^qplain it again. Instead the „ - 
. worker will probably wish to ask a co-worker, who is a 

^ * trusted friend^ to expliin the procedure and to, help 

correct. mia.takes, so the supervisor does not find out. 
" ' ■ ■ .. '• 

ACTIVITY: Case Study — Presentation and Analysis 

^1. Distribute Student Worksheet #2 - <;ase Study: The 
Inside Man . Either give students time to read th§ 
. worksheet or, because it is relatively short, read 
it aloud. 

^ 2. The following questions can be used to relate the case 
to the topic of informal authority: 

* ■ '\ 

• Did Henry have formal authority to give Matt special 
favors? How did Henry get away with granting favors 
to certain customers? \ 

• How do you feel about this type of informal axithority? 
Would you feel differently if Henry's brother didn't 
know what was going on? 

• The formal organization is oat in the open; the 
informal organization can range from recognizable 
to hidden to sneaky to outright illegal. Can you 

.think of some Examples? 

• Personal relationships play a J)ig part in the informal 
organization. Henry had an "in" because he was a 
relative; Matt had an '^±h" because he was a long-time 
established customer. What other personal relation- 

• 'ships can play a part in the informal organization? 
(i.e., common interests, friendships, bribery, 
prejudices, sympathy, etc.) 



* . I, 
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^FOLLOW-UP 



1 



Allow five:iniriutes' at the eiid of class to summarize whdt 
has' been<learned and its jynport^hQe on the jobV 



• The informal organization can^^W^ against ^ * 
^ .the formal organizatix)h. ^ - i ^ , ^ 

• pie informal^ organization forms v^g a re&^^X^f . ; 
personal- relationships within the^ formal qr||s^ation.' 



The informal org^nlgatlon^ dfevelopa cuVtoms ™ 
. ^ V. of a&lng Lhioig^ that gui'^e) wofkers in knoWirfg how to 

behave. / . /- ' < ■ ■ ^ 



r 7\ ' . 

3 ways 



V - • The informal organization helps give workers a- feel- 
±ng of beloYiging and emotional support. 

• Workers in 'orgai^ziat ions should recognize the 
' importance of the informal organization. 




.1 



^8 
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Transparency #3 The Informal Organizatio^rt^^ 



4 — i 



inforaal organization 

-Results from personal relationships of workers 

-Satisfies the need to belong 

-Gives emotional support 

-Provides a guide to correct behavior 





The structure of the Informal 
Organization isMetetmiited by 
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Closeness (physical) of workers 
•Opportunities for communication 
•Common 'interests 
■Whether workers like each other 



The informal> organization develop,s 
accepted ways of doing things 



-Special lunch arrangements , 
-Trading of duties 

-Social activities durin^^ pff-wo»k hours 
-Celebration of holidays ^ 




The informal organization can either 
help or binder the formal organiza- 
tion > 

-Good relationships cain hep get tasks 
« accomplished 

-Sp'ecial relationships can aid workers 
in avoiding formal lines of authority 

-Group action can resist orders^ of 
formal authority; 
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Student Worksheet #2 The Inside Man 



Matt Harney and his wife own and operate a florist shop in the center of 
a smallrinidwes tern city. - They do mbst of their buying from the local whole- 
saler^^ Florist Supply^ Matt took over the shoi5 when his parents- retired, so 
hi«^shop has been doing business- with Florist Sup|vly longer than ariy'other.' 

■ . ' • - ■ 

Matt recently haS^ a chance to purchase a. large quantity of corsage boxes 
from another dealer at quite a,savings*^ver Florist Supply's price, so he 
called up Florist Supply and asked to speak to Henry, the- oynlBr' s brother. 
When Matt finished talking, hp had made an unbelievable deal. He was to 
receive the salne quantity price as the other firtii, and Florist Supply would 
store Matt' s oVder and deliver it one or two cartons at a time, ' as' Matt needed 

it.' ' •' . ■ . v;. ■ ' ■ 

Yes, Henvy is a gqbd man to know. He's worked fox his brother for years 
and likes to give special attention to the old established customers. Whenever 
he loads Matt' s order, he gives him flowers from the freshest batch instead of 
from tlfe oldest ^^ne, the normal procedure. And whenever anything starts to get 
Ifn short supply, Jlenry sets aside a portion to hand out personally in case his 
special customers need some. Henry's brother haST spoken to him about stopping 
his favoritism, but Henry just nods agreement and keeps on doing things his 
way. Henry sure is a good man to have around- — for Matt anyway. 
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SESSION FOUR 



TOPIC: Finding Out Your .Responsibilities and Authority 



OBJECTIVE': 



SURVIVAL SKILLS, 
■ EMPHASIZED: 



IMPORTANCE 



By writing job descriptions, students will recognize that 
each job has specific responsibilities and authority. 



4- 



Working as^a team member 
Basic writing^skills 
Knowing wHatv is expected 
Knowledfe of oaerating proceduifc 



y 



New workers often waste a great amount, of time and energy / 
learning the responsibility and authority of a position hy 
the process of trial and error. Workers can adjust to their 
new jobs more quickly if they immediately beg^ learning 
their job responsibilities and authority. As ^result, they 
will have a better understanding of their jobs and will njake 
fewer mistakes. ' 



One' copy of Student Worksheet #3 - Sample Job Description . 
EQUIPMENT: for each group df four to six students in the class.. 

One copy of Student Worksheet //4 - Job Description Forms ; 
for each student in the class, plus onq for each group* of 



four to six students. 



ACTIVITY: 




roup Project 



Explain that you can find out what your job responsibil- 
ities and authority are on a new job in two basic ways: 

• If there is a formal job description available, it 
will spell them out. j 

• If n^, you can write your own j of) description from 
information obtained during your training and by , 

» asking questions. 
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2. 



3. 



Divide the class into groups of 4 to ^ students each* 
Give each group a copy of the ^Sample Job Description 
(Student Worksheet #3) and a Job Description Form 
(Student Worksheet #4) . • .. . . 'T 

Allow 10 to 15 miilutes for the groups to discuss 
Student Worksheet #3 and use it as a guide to complete 
Student Worksheet #4, using the job title "Student 
Member of febls Class." 



r ■ 



FOLLOW-UP: Com^e the results of the various groups and discuss the 
similarities and differences, c Develop a. composite job 
' description as a class. 

ACTIVITY; Individual Project 

istribute S tudent; Worksheet //4 - Job Description Form . 
|A ',./>,■- 

low 10 to 15 minutes for students to fill out the 
orras individually, choosing a job title based on a 
part-time job they may hold, a position they have held 
in an organization, club or team, or their position as 
a member of a family. 

Call upon some of the students to read their job k 
descriptions' to the cl'ass for discussion, as time J 




allows. 



• Why must a worker have both specific responsibilities 
and authority to accomplish them? \ 



FOLLOW-UP: 



1. Using the following statements, s|mmiarize the usefulness 
of job descriptions in finding out your authority and 
responsibility in a work situation. 

essential for workers to have clear ideas about 
their job Responsibility and authority. ^ 

• A formal joJ> description will provide porkers infor- 
mation about job responsibility and authority. 



• Knowledge of job authority .and responsibility can 
reduce mistiakes and assist the new Employee to be a 
better worker. ' ^ 
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• If a formal job description is not- available, it- is 
wise for the worker to-write one based on information 
that can be collected.- , 

Hisve students turn in their individual job descriptions. 
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Stiident Wdrksfieet #3 Sample JobiDescrwtion 

Department : Shipping ' v * 



Job Tit Idi : Shipping Cle^rk 



Position of Immediate Supervisor: Head ^Shipping Clerk 
I. General Summary of Responsibility:.'^ , 

■ ' 9 _ 

' m . ^ ■ 0 ' * • "* 

Prepare Merchandise and products for shipping. Responsible f or merchandi 
f beiog received in good condition. Keep records of shipments made' and 
received. ' . 



TI. Specific Job Responsibilities: 

1. Request's n\grchandise from supply room 
^2. Checks correctness of orders ^ 



3. Packs goods for shipping 

4. . Determines least expensive and quickest method of shipping 

[' ■ ' ■ - 

s5. Keeps records of weight, cost, dates, and methods of shipment for 
each ordfll 
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dent Worksheet #4 Job Descriptron Form 



* ■ 



DEPARTMENT: 

POSITION OF IMMEDIATE ^'^^ERVISOR: 



I. GENERAL SUbMARY OF RESPONSIBILITY 



ir; SPECIFIC JOB RESPONSIBILITIES; 
1. 



3. 
4. 
5. 
6. 



f 



■4. , 
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SESSION FIVE 



TOPIC: Responsibilities - What Employers Expect 



OBJECTIVE: 



SURVIVAL SKILLS 
EMPHASIZED; 



After identifying behaviors that illustrate specific 
positive and negative attitudes on the job, students will 
be able to identify . their own attitudes based on their 
behavior. • 

^ T • .... . . . . • • 



Punctuality . „ • 

Dependability 

Giving ^n honest day's work 
Following instructions 
Loyalty * 



IMPORTANCE: 



In addition to expecting eihpioyees to handle the technical 
Aspects of their jobs, "employerS also- expect carta:^ 
attitudes from their employees. In fact, man^workers who 
,hav^ adequate technical skills have difficult/ on the job 
because of poor attitudes. Employers expect A/orkers to be 
loyal, enthusiastic, dependable, honest, and willing to 
learn and accept criticism. 



MATERIALS AND Transparency #4*- Student Attitudes 

EQUIPMENT: Student Worksheet . #5 - Student Attitudes 
Overhead Projector - . ) 

Pen for writing on t;ransparencies 



ACTIVITY: 



What Employers Expect , 

1. Begin the,,sej^sion by explaining that a worker's 

responsibility includes more than just performing a 
job. Employers expect workers to approach their jobs 
with a positive attitude. Workers' attitudes are 

' usually judged by their behavior on the .job. 
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2. Distribute Student Worksheet #5 - Student Attitudes , 
and project Transparency #4 on the overhead projector.* 
Discuss each of tha attitudes lifted and ask students 
td give examples or both positive and negative behaviors 
that students demonstrate for each attitude. List these 
on t])e transparency. A list of possible responses is 
r given below. 

• Loyaifry . 



1) Students who are loyal 

. . •■ * ' ■ • . 

— want to make others look good 

— stand up for friends 

2) Students 'who are not loyal 
—gossip about friends . 

^ • Enthus iasm ^ ^ 

1) Students who are ei^husiastic 

— smile ^ ^ 

— are interested in others 

— are ^sily excited" about new things 

2) Students who are not enthusiastic 

— frown 

— hate school 

— do only isnough to^get by 

•Dependability 

1) Students who are dependable 

— complete assignments on time 
— are rarely abseftt 

~ can keep a secret 

— work well alone* 

2) Students who^are not dependable 

— turn in assignments late or riot at all 

— are often absent 

~ must have a lot of supervision 
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• Honesty 

1) Students who are honest 

— tell the truth ; ^ 
~ express, real feelings 

2) Students who are dishonest 



~ lie ' . • 

— steal , - ' " 

— cheat on exams 

~ try -^to "get awa:y with" as much as possible 
• Willingness to. learn. . ^ . . 

1) Students who are willing to learn* 

~ try 'to , be good students < 

— are, curibua about thihgs 
^ ~ like to try .new things 

— welcome suggestions - ^ 

2) Students who are not willing to learn 

— don^t care about schoolwork 
— » are prejudiced against others > 

— flon't take suggestions well 

•Willingness t6 accept criticism * 

- 1) Students who are willing to accept criticism 

\ — are willing to follow suggestions from others 

^ ~ learn from mistakes 

— accept criticism"^ cheerfully 

2) Students not willing to accept criticism 

' ~ argue or sulk wheij given criticism 
make excuses for mistakes 

After discussing e^xamples of 4acli attitu<Je on Student 
^Wotksheet' #5,' have sfud^nts rite themselv^ on each 
attitudfiu. . ^ 
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FOLLOW-UP: 1. ExpJ.aln to students that people develop attitudes and 

habits oyer long periods of time. People tend^ to 
carry attitudes from school to work situations/ For 
^ , example, a person whose attendaince record is poor in 

school is likfely to have a poor attendance recor^ at 
• K work, • ^ ' ^ ■ 

2. Relate the activity to ^ Job situations by asking - 
students to describe how workers, might d^ionstrate 
each of the attitudes discussetfl » ^ 

^ ft « . ^ 

• Loyalty * j 

.,1) Workers who are loyal , - ' ^ . 

— try to make company look good 
~ work 'hard for the organization 
do their best ^ ' 

2) Workers who are nof loyal ^ ' 

' — criticize their organization to outsiders 
" " * V ~ are mostly , concerned ^bout ^what the 

organization can do for thero 

• Enthusia^ 



1) Workers who are enthusiastic . . 

— do their best 

. — are interested iij their work \ ^ 

— share their ideas 

• — * are cheerful ^ ' , 

— give others help ^tf**^ 

J 2) Workers who are not enthusiastic 

— do^only enough to get by^ 

, — don't care about the quality of their work 

— may be grouchy 

• Dependability ' 

1) Workers who are dependable ^ 

— arrive at work on time 

( — finish assigned work on schedule 

— call when they must miss, work due to illness"^ 
~ are seldom absent from work 

— - '*keep promises 
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2) Workers whd are not ^ dependable 

^ — .arrive kt i^Ojpk lape 

— do not^ finish,^ assigned work 

^ — miss work withput notifying employer 
~ are often absent from work • 

— make excuses 
~ break promises 

• Honesty- 

1) Workers who ai::e hone 



~ admit their mistakes 

— express their opinions \ ''-r^" « 

2) Workers wha are dishonest . \- .V ' " 

— may steal things from' thei^r cqmpany 

^ — try to get away with as much a% they can 

• Willingness .to learn \t \ 

1) Workers who are willing to leam • 

— listen ^carefully to ina^tructions 

— ask Kjuestions when they .do not Understand 

— try new things ^ 

— leam from their own mistakes 

2) Workers whp arfe unwilling to leatn 

f — ignore instructions 

— dislike taking advice 

• Willingness to accept criticism 

1) Workers who are willing to accept criticism 

— follow suggestions made by others ^ 

— use criticism to improve the quality of their 
work 

— learn from suggestions 

— accept criticism gracefully 



3^ 
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2) Workers who are unwilling to accept criticism 

— get angry or sulk when criticized . , 
thlnlc they are always right. ' 

— reject suggestions' 

— • make t!he same mistakes over and over 

3. Have students review their self ratings on Student 
Worksheet #5. Then ask each student to write down 

, three changes which would' be likely to improve their 
chances for success in a work* situation. These 
changes need not be shared with other class members^ 

4. Discuss br^J£ly ways in which people can change their 
attitudes.'' Ask qtudents to write down at least oyie - 
way in which, they can begin to make the changes they 
have listed. * ' * 

" ' ' ■ ■ ^ 

5. Use the following questions, to conclude the discussion: 

Wiat might happen to workers who have negative 
attitudes? 

■ > 

Why sh6uld students -begin working to develop 
^ positive attitudes now? 

) - • • 




■ 3d 

authority: and responsibility ' 



student Worksheet #5 
Transparency #4 ^tudent Attitudes 



Loyal* 



LOYALTY 



Disloyal 



10 



Enthusiastic 



ENTHUSIASM 



Unenthusiastic ^ 



10 . 



2 i P 



0 



Dependable 



DEPENDABILITY 



Undependdible 



10 



Honest 4^ 



5 



HONESTY 



4 • 



Dishonest 



10 " 9 



1- 1 ^ ' 0 



Willing to accept criticism 

at ' ■ . ■ 



WILLINGNESS TO ACCEPT CRITICISM 

. Unwilling to accept criticism 



10 
1 



9 8 



7 



76 



4'D 
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SESSION SIX 




TOPIC: Handling Responsibility 



V 



OBJECTIVE: After discussing how people use excused to avoid respon- 
sibility, students will identfty excuses they use and 
^ * develoii alternative ways of dealing with responsibility. 



SURVIVAL SKILLS 
EMPHASIZED: 



I>IPORTANCE ; 




Dependability * ■ 

Working as a team member 
Knowing your strengths and weakggsses 
Giving an honest day's Work 
Following instructions ^ 
Adjusting to various situations 



One common way of avoiraing responsibility is by« making 
excuses. Although most people make excuses at one time 
or another, sonle people get into a habit of making ekcuses 
instead of working -for results. Workers who constantly 
make excuses are eventusflly ^^tppped by someone who\:^uses 
to accept excupe^ JPeople, whb- work for results insteaSK of 
making, excuses arVusual^Ty^ successful workers. 



MATERIALS AND 
EQUIPMENT:' 



Transparency #5 - Excuses ^ 
Transparency #6 How to Stop Makin 
Student Worksheet #6 ~ How to Stop 
Overhead Projector 
Pen for writing on Transparency, • 



'Excuses 



O 



king" Excuses 



ACTIVITY: Excuses 



EKLC 



1. Begin*- the session by reading the following situation: 

Mrs. McGraw w^s hired to replace the office manager . 

r "who recent ly^retired.. Siie decided to hav(|^ the filing ' • 

system rearranged so that papers would be easier to , ^ • 

\ f^nd. She exp:lained the new system to Howard and Qerie, <^ 
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two clerks in the of|ice^ and also gave them written 
instructions, Howard. and Gene were each assigned to 
rearrange half, the files.' She told them she wanted 
the files f inishe'd in a week. 

A week later, Howard and Gene had the following to 
say to Mrs. McGraw: 

Howard: If 'I could just have a couple more^fdays, I 

could finish the files. I had so njany other 
things tt>' do that I just didn] t have time. 
Rearranging the files is an awfully liig job ^ 
and I couldn't, figure oyt »where everything 
should be fided. " ^ 



■■ V . , ■ ■ • . ■ 

'Gene: ThQ files I worked on are finished. I ha<i a 

/ hard time at first, but I kept referring to 

the direction sheet you gave me* until I got 

he hang of it. I had a Ipt of other work to 

o, butll sfet myself a goal *to finish one 

cabinet each, day, and tl|'^ helped me finish 

the work. 



2.' Ask students to comment on the; situat^^on. 
questions may be used: 



The, following 



• What isf the ma4:n difference between the two workers? ^ 
(Howard made excuses for not "having his work done. . 
Gene workeld hard to get the work finished.') 



• If you were Mrs. 
and Howard? 



McGraw, how would you react to Gene 



3. 



• Wh^t dp you suppose will hapipen to Howard if he 
_ continues making excuses? 




s . ' McGraw give Howard ' and Gene ins true tion 



Why did 
sheets? 



Show. Transparency y/5 - Excuses 6n the overhead projector. 
Ask students, to add to the list of excuses »they have 
used or li^rd others use; . : 



4. Hand out Student Worksheet //6 - How to' Stop Making 

Excuses ^ Project Transparency //6 - How to Stop Making 
Excuses , to show students how to use the worksheet. 
The following example may be used to demonstrate how to 
use the worksheet: 
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What ^asks do you avoid by making 'excuses? . 

Housework - my apartment is always a mess, and 
I am ashamed to have any one visit me. 

• What are your "favorite" excuses? 

1. Not enough time , ^ 

2. Too tired 

• How can you use the following to finish your task 
instead of making excuses? 



Planning - I can plan to do a little each day. 



• Getting help or advice from others - I can ask my 
<^ roommate to help me keep it clean. 

• Settings a deadline - I can invite friends over next 
week, so I will have to clean it up! 

• >^ing a list - I can make a list of what needs to be 
^ ■ ^ ' ■ do"® and mark the items off as I finish. 

• Reward for., finishing a task - 1) Feeling of accomplish 
^nent, 2) Clean apartment is nic^ to look at , 3) I 
deserve a^ hot fudge sundae for getting that job donel 

5. Have students complete the worksheet, using examples 

from their own lives Un which they usie excuses to avoid 
. , responsibility. 

^ FOLLOW-UP: 1. Ask stijdfents to suggest ways that making excuses can 

cause problems. ^ ^ 

• People who make ekcuses may start to believe their * . 
own excuses after a while.- 

• Making excuses can become a habit. 

' • Making excuses may be a way of avoiding failure. 

But, if you don' t try doing things, you will never 
^ ; give yourself a chance to succeedl v 

' ■ ■ - ■ ■ ,. ' * , ■ ' 

^ «■ . • Those who constantly make excuses are often unhappy. 



•1 
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2. Ask stndonts to snp.j^csL ways that workers can croato* , 
prohloms hy liiak Ihjv ox^'usos. i 

• Other workers may get upset 'if excuse-makers don' t 
do their share of the work. 

• Supervisors would probably ^et tired of getting 
excuses instead of results. 

• Workers who make excuses may lose confidence in their 
abilities because they never give themselves a chance 
to succeed.^ 

3. Ask students to think of advantages of handling 
r^ponsibility instead of making excuse^ in work 
siruatiotvs. 

• Workers who"^ accept an<i handle responsibility are' 
mote likely to obtain pay raises arid promotions. ^ 

' ■ » ■ 

• Workers who accept and handle respon^sibility help ^ 
their co-workers to work more effectively. 

• Workers who learn to haridle responsibility are likely 
to have a feeling of satisfaction and accomplishment 

' in their work. 




RESPONSIBILITY 



I 



Transparency #5 Excuses 

If I knew the right people .... 



I^Cathe^ peffeple understood me . 



r' 



0 



If I were smarter .... ^ 



/ 



If I just had one more chance 



If other people weren't so down on me . . . 



If I could just do my own thing . . . 



I had a better personality . 
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Transparency #6 How to Stop Making Excuses 
Student Worksheet #6 



What tasks do you avoid by making excuses^ 



What are your favorite" 



excuse${ 



r 



Think of one task you have avoided doing by making excuses. How can yoii use 
the following to finish x^ur task instead of making excuses? 



Planning • 
Getting help or advice from others 
Setting a deadline 
Making a list 

Reward self for finishing a task 

Other ideas: 

1- 
2. 

3. ■ .• ■ 
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SESSION SEVEN 



■ . TOPIC: Responding to Authority 

OBJECTIVE: After discussing a situation in which a worker must respond 
to more than one person in authority, students will explore 
ways of responding to authority. 



SURVIVAL SKILLS 
EMPHASIZED: 



Adjusting to work, -situations 
Knowing what is expected 
Getting along with others 
I^Working under pressure 



IMPORTANCE ; 



MATERIALS AND 
EQUIPMENT: 



Workers may sometimes ^have difficulty knowing how to respond 
to authority. For example, wotkers who have more than one 
"boss" may receive conflicting instructions. This creates 
a frustrating situation in which the worker is caught in the 
middle. Other difficult situations may occur, when workers 
are unable to do what a person in authority directs or when 
the person in authority directs \forkers to do things they 
consider/^vyong. ' 

Transparencies #7 through 10 - Responding to Authority 
Student Worksheet \\1 - Caught in the Middle 
Overhead Projector 



ACTIVITY: Responding to Authority 



1. B^egin the session by asking students if they ever have 
problems responding to authority. They should think 
about experiences wit# parents, teachers, employers, 
and other persons' in authority. 

2. Project Transparency //7. Discuss with students 
^different work situations in which workers do not 

understand their instructions. 
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• This problem is very common when workers are new on 
the job. Sometimes others forget that new workers 
need time to get to "know the ropes." 

3. Project transparency //8. Discuss with students 
different work situations in which wor4cers receive 
instructions they are unable to carry out. 

4. Project Transparency //9. Discuss with students 
different work ^situations ^in which workers receive 
instructions they consider wrong. 

V • . ' ' 

• This creates a difficult situation, in which workers 
may have to compromise what they believe is right. 

5. Project Transparency #10 . Discuss the problems that 
workers may have when they r^peive conflicting orders. 
Distribute Student Worksheet #7 - Caught in the Middle . 
Have students read the case and answer the questions 
at' the end. . - - 



FOLLOW-UP: ,1. Discuss the students' answers to the questions on the 
( worksheet* , 

• Lisa probably feels frustrated because nQ matter 
what she does, she will displease either Mrs. Barnes 
or Mrs. Camp. ^ 

• Lisa cannot follow both aets of instructions at the 
same time; " • 

• I^isa might- tell Mrs Camp that Mrs. Barnes asked her 
^ to read the story. Howeve;;, this is a real test of 

Lisa's ability to deal with people. She wilj. have to 
avoid offending Mrs. Camp. 

^ ^ ■■ - ■ . « 

•Since the same kind of problem has occurred three 
, ] different times, Lisa ^ would be-^wise to deal with the 
' , overall problem — she cannot follow instructions 'from 

two supervisors. She could: 

1) tell Mrg^. Barnes about tlie problem 

2) tell Mrs. Camp about the problem 

3) fcell both Mrs. Barnes and Mrs. Camp aboiit the 
problem 
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Have students role-play right and wrong ways of dealing 
with the problem. ' 

■■'_<( 

• How should a worker act toward persons in authority? 

• What could happen to a worker who doesn't, know how 
to act toward a person in authority? 




49 
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Workers may receive instructions they do ndt understand. 
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Transparency #8 Responding to Authority 
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Wor'kers may receive instructions they are unable to "carry out. 



5i 
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Transparency #b^Resppndlng to Authority ^ 



7 




\ 



Transparency #10 Responding to Authority 




Workers may receive conflicting'^ instructions from different authorities. 
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Student Worksheet #7 Cauight in the Middle 

Lisa Fleming is a teacher's aide in Mrs. Barnes' 5 year-old afternoon 
group art Kiddie Kare Nursery School. In the weeks since she started, Lisa ^ 
has been confronted with a number of situations which, sh^ Ijas found difficult 
to handle. • v » n 

s ' • ' 

Three we'^ks ago, Mrs. Barnes told Lisa- to take the children outside, jput , 
since it had rained earlier in. the day, to keep \them ,put^i^^tfie mud, Lisa did 
this while Mrs. Barnes went on her lunch break. The children* were playing and 
staying oyt of the mud when MrsV Camp, the director, came out and told Lisa to 
bring! them in. It wa$ tnuch too wet to have' them outsicie and she should* have 
known l>etter, according to Mrs. C^mp. ^- ' ' ' 

• ■ • - . : -1 '-^ ■ ' ' ' ■ 

Last week "Mrs. Barnes sent Lisa to the office to collect pictures from 
the fij.es for the children to use in decorating their room for Parent Night. 
Mrs. Camp saw Lisa .going through the files an^ told her to pick out a few 
pictures for each of the bulletin boards in the hallway. Lisa told her 
Mrs. Barnes needed them right away> but ^rS. Camp, replied that it would be a 
waste of time not to get them now. ' When Lisa got back to the room, Mrs. Barnes 
was disgusted that it had taken her so Ipng. j 

Today Lisa was to take charge of the rest period for the first tlmel It 
is Mrs. Barnes' policy to read a story *,,and 'then 1^^ the children talk quietly 
for a' few minutes. Lisa had just started the story she selected when Mrs. Camp 
motioned for her to come to' the door. '"Stop the st^ry, Lisa- Getting the 
children excited about a story is no way to c^ljn them for a rest period. • 
Certainly you know better than that^" ' ... ^ ^ ' 

Lisa is really confused. If she dpe^n' t stop, *Mrs. Camp will be angry with 
her and if she does stop, both the children and Mrs. Barnes will be upset. 

1. If you were Lisa, how do yoii thiilk^- you' would feel about the situation? 

2. Can Li6a' follow her instructions from both Mrs. Barnes and Mrs. Camp? 

3. What should Lisa do to handle the situation right now? 

4. How can^Lisa prevent the prbrfjlem from occurring again? . ^ 



/ 



*Adapted frdm "Case Problems for Teaching. Occupational: Survival Slcills," by 
Karen Robertson, 197^* . ~ . , ' * ^ 
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SESSION EIGHT 



TOPIC: Clarifying Authority and Responsibility —The Rap Session 



OBJECTIVE : 



By discussijig and participating in a rap session students 
will recognize* how a rap session can help to clarify 
authority anid responsibility on the job. . 1 



SURVIVAL SKILLS 
EMPHASIZED: 



Adjusting to work situatdjbns' 
Working under pressure 
Knowing what "is expected 
Basic speaking skills 
'Getting along with others 



IMPORTANCE : 



Authority and responsibility change over time, v and these - 
changes sometiTnes create confusion. The infopnal nature 
of the rap session makefe-.it a valuable tool in work 
situations. When new responsibilities are' introduced arid 
wdrjcers do not know for' sure how much authority they have,^ 
a rap session between workers and their supervisors can heO^. 
helpful to all. : 



MATERIALS AND Student Worksheet #8 - The Time* Study Problem . 
EQUIPMENT: One jcopy of Student Worksheet //9 cut into slips. 

. 15 blank name tags ^ . . 

'.'/*. - ■ ■ -'^ ... - . 

\ f ■ : .. ^ • ' • • • 

' ACTIVITY: Class-wide. Rap Session 

1. Begin the session by explaining the. .meaning of a rap 

session in a Work situation and how it can help^^i^orkers 
clarify* what is expected of them.. A rap sessipn is:* 

• An honest, straightf oWard method of communicating 
'on-the-job problems in rwhich the views of every . ^ 
worker are respected regardle^ss of position. 
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• An inforaal, autl\ority*-frfi<^ situation in which 
employees and employers get together and discuss 
problems* and concerns pf their jobs. 

2. Ask is studentsrto. voludteer for the rap session. ♦ 
The ?;emaihing students will be^ observers. 

3. If ^possible, rearrange the desks .so that a group can 
be seated together informally for the rap session. 

4. The Instructor or students may suggest* a school- . 
' relate^d issue for the rap session or the situation 

giv^n on Student Wprksheeft //8 - The Time .Study Problem 
may be u^ed. If :tHis is used, distribute Student 
Worksheet #8 and the slips of paper describing the 
■ rblfifs (Student Worksheet #9). "Hdvf the students ' 
participating ||TI the rap session each write their job 
titles, cih a name tag so they can identify each other 
during the rap session. ^ 

5. Briefly go over Student Worksheet //8 with, students, . 
^emphasizing the guidelines for the rap session. 

^ Obser^rs ahould keep the guideline's in mind during 
the^^tfs^ session. " ''^"^ 

6. ' Befo1:iqr.- atarting the rail session, have all ""participants 

teli thje group their roles (Employee;, Suj)erviisor A, B, 
or C, -Department Head, or Consultant). Participants 
are not to read their role descriptions.^ Employees 
should know who their supervisors are, and ^upervisWs 
" nee^* to know (^ho their Employees are.; ^ 

Allow ten minute^ at the end of 'class for the foll)Dw-up. 
Ask the obseryers to comment on whether the participants 
observed each of the guidelines. / „ ' 

• Did anyone *Vj;ake over" and prevent others from talking? 
. • Did the part icipatAs really listen to each other? ^ 

• Did the participants encourage the quieter persons 
^ to express their views? ^ ./ 

• ^ere the participants honest, yet Considerate. of the 
feelings of others?* . ' 

* " . - y ' 

Did the participants ^eaf with .Conflicts rather than 
^oid them? 

■ ' ■ ■ X: ■ -^^^ • ... ■ 
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Student Worksheet #8 The Time Study Problem ^ 

• ■ . ' .■ . ' • ^' ' ' 

Department Q began a time study a week ago. ISy finding 'er^ how workers 
use their time' on the job, they hope to eliminate unnecessary wdrk and discover 
more efficient ways t^ run the department. A consultant was hirfed to platn^iuii^ 
carry out tlfe study. The consultant had a meetljig with the Department fiead, 

^ the Secretary, and the' Supervisors to ejcplain the foarms that had to be filled 
out by all employees./ "if he' fQjms consist, of sheets on which employees must - 
accdunt for all the/tlme they spend on the job.- Many problems have come up 
/in the pa^ week.: The forms are not being filled out correctly and some 

^ employees are not filling them out at all. If tbfe study ±s to he a success 
and to help the department, the forms must be filled out correctly. A rap 
session has been called to try to work out the problems. 

^ Fifteen people are involved. You will receive a slip of paper describing 
one of these people.. You are to participate in the rap session as the per^pn 
described on yotir sy.p of paper. ^ Do not show or r^ad your slip of paper to any 
one. You will tip asked to introduce yourself,.. .Use'' your own tiame and explain 
who you are (emaoyee, super^^ Supervisors, the Department Head, 

and the ConsuL^t are to be. addressed as Mister or Miss and their last name* 
Ml others wtlltbe-caile^^^ by their first names. • . 

Some guidelines for a rap se^sioi^ are: ^ 

1; Give everyone a chance to speak 

2. Listen to what others have to say. . Try to) understand 'the other person' s 
i>oint of view •> - . ^ 

. 3. Encourage .others to share their ideas ^ ' 

4. Ebcpress your tlpughts and feelings, but be considerate of ^ther pegjle's 
feelings 4| 

5. If ^here is a conflict, talk about it 




- T 
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Student Worksheet #9 Role Playing Slips 

You are the, Depagtoent Hfead , and you knov* tlSkt the emploxees »dislike' the extra 
paperwork involved in the time study. You also know that the time study will 
help the^company by helping the employees work more ef f iciently ^- but only if 
ifthe forms are filled put completely and correctly, 

-r— — T-""—^- — 



You are a 'Consultant . You hsive been hired by the companjgto plan and carry 
out: this time study. Fropi your past experig|w:e, you know that empllpyees dis- 
like f illing out the forms!^ involved.^ Yoii^^alsp know that -if they do not ^ 
cooperatef with you, time, money, and effort will be wasted^, and the study 
Will be..a failure. 

^, ; ^ ; i . ] . - ; ^_ . - 

You are. the departmental Secretary , and you have been g^ven the job of collect- 
ing all the forms each day^and compilthg the information on all the forms for 
the department. You have been having a very hard time cpllecting the forms 
each day, and yoii are also f inding thajt many of the forms are* inc*orrectly " 
filled out. This makes it impossibi j^fbr you to do your job correctly. You 
are very frustrated. » ; ^ 

(you are Supervisor A in the department. Your employees are complaining about ^ 
the extra paperwork and about not knowing how to fill out the forms. You are 
beginning to wonder if the time study' is worth all the trouble. 

You are Supervisor B in the department. Your employees are complaining about 
the extra paperwork and about not knowing how to fill out—the form's. You have 
great hopes for the time stuSy, since it cQulci make the work in thfe department 
much more efficient. Yoir are getting frustrated because you feel your employees 
ar^ just not trying to cooperate. 



Yoa are Supervisor C - in the department. You have been against the time study 
frOTi the start, and you just dop*t see how it could help the department. Your 
employees have told you they don't like the paperwork, and you don't require 
them to do it. The secretary has been criticizing your attitude toward the 
project. ^ ^ ^ ^ / 

' ' Employee ■ 

You are a new employe^ In the department, arid you work' for Supervisor A. The 
time study started before you came, so you did not get instructions in filling 
put the forms. You thii:J«^the time study is a gPod idea, and you would like to 
fill out the forms correctly, but your supervisor (A) just dpasn't have time 
to explain it to. you. I, ' . * 
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You wojcic for Supe^sbrrA. You think you underst^d fiow to fill out the 
foK^ but you are concerned about the extra time it takes. You can see 
that^you could easily spend your lunch hour and coffee break filling out 
forms* and you strongly dislike the idea. * 



^^fft - ^ / Employee 



You worlc for ^Supervisor A. .You don't like fllllifg out the farms, you think 
theyVare* too complicatea, and you just don' t understand them. 



Employee ^ 

You work for Supervisor 3. You are afraid that the time study may result in 
your Ipsing your job because it is to discover ways to increase efficiency in 
the dLepartment. , \ 

Employee ^ . 

. You work for Supervisor B. You don't like the Nextra paperwork the time study 
has daused, but you are trying your best to fill out the forms correctly. Your 
problem is that yeu have trouble finding youy supervisor to ask quesfiions about 
the forms. You know you are thaking mistakes,, but you seem to have .no way of 
getting the information you need. 

Employee . • ^ 

You work for Supervisor BL^^^u f ±n<^ you think .y9u 

.have enough paperwork to do already* ;^d«^^^ ybti for 

your Vttitude, but you ate .s^re he/sfie ha^ no - idea of what your paperwork load 
is already, and you resent the"^ Criticism. 

Employee - • ' 

You work for Supervisor C. You find the forms simple to fill out, ,and you 
don't understand why everybody is having so, much trouble. You think the 
project is a good idea, though you haven't told this'tp your supervisor, since 
he/she seems to, dislike It so much. . 



r K . Employee , . ' ^ 

You work for Supervisor C. You see filling' out the forms as a waste of your - 
time, and you are glad your supervisor does not require you to da it. 

~~~~ - 

Employee ♦ j 

You. work for Supervisor C. You would like to cooperate wiU:i the study, but 
you just* don' t» understand how to fill out the formsi. Your supervisor is no 
help,* as he/she is so much against the project, xhat he/she did not bother to 
learn to fill out the forms. \ 

' * ' ■ ■ ■ f 
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SESSION NIN€ 

TOPIC: Authority, Responsibility, and the Changing Roles of Women 



OBJECTIVE: By discussing the case problem "Happy Home Ins4irance 
Company, students vill gain insight into the special 
problems pertaining to authority and responsibility that 
are encountered by women and by men in their dealings * 
with women in the job situation. 



SURVIVAL- SKILLS 
EMPHASIZED: 



IMPORTANCE: 



MATERIALS AND 
EQUIPMENT: 



Dependability 

Organizing the work activities of others'" 
Giving an honest day's work 
Specialized training ' ' 

Adjusting" to work sitAiatipns 



Authortty^and responsibility is a key issue .in the 
controversy over the changing role of wompn in work 
situations. • Therefore, this topic is given special 
consideration in this module. Within the formal 
. organization, women have tended to remain in the positions 
. pf minimal authority.. Jn many cases, women have been given 
^ much more responsibility than authority. Where they have 

been given authority, they encounter problems with re- 
' sponse to that -Authority and with the use of that authority. 
It is importanC for women to understand \thcse problems and 
how tp overcome them. And it is important for jsien to learn 
ljo.w to cope with problems involving women in authority. 



Two copies of Student ^orksheet #10 - Happy Home Insurance 
Company , for the two students who will take^^part. 



ACTIVrT^: Happy Home Insurance Company 




ERIC" 



1. 



Have two members of the class come to th^^^front of the 
room and act out the roles of, th^applicaai and intjer- 
viewer as they read their parts out loud, from Student 
Worksheet #10 t Happy Home Insurance Cotjipany . 
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2: Have the class comment on 1iow they think the applicant, 
Beth Johnson, must have felt during the'^uterview. 
Would they 'have handled the interview or particular 

^- questions any, differently? - 



3. What common neg^ive attitudes about the authority 
and responsibility, of women are brought out in the. 
interview?! (For example, that wopen put family re- 
quirements! ahead of job responsibilities, that men 
will not accept a woman's authority^^^at women take 
on job responsibilities only until they marry or 
start a family^ etc.) ^ 

^-^ If the applicant was a man divorced with two children 
, and the same education and experience, how might the 
^interview have been^^dif f ei;ent? \^ 

5. W&s the Personnel Depattment fair to Beth Johnso^ in 
their treatment of her? ^ Why or why not?^ 

• The point might be brought out that women are more 
likely to put family requirements ahead of job 

» responsibilities than men or are more likely to quit 
when they get married or start a family, etc. 

• Women also have positive tendencies too, like holding 
up under str^s6, lower tendencies for heart attacks, 

etc. • . , - ■ ■ . 

• With the changii>g attitudes toward wives working, 
^» chil'dren in day care, high divorce rates creating ^ 

situations o^f women as the bread-winner, etc. , women 
■>v . are tafcing job responsibilities more and more 
seriously. ' . 

• The number of woi^ien who must work to support their 
families is increasing. About one of every eight 
families is now headed by a woman. Therefore, more 
and more wom^n need well-paying work to provide for 

^ ^ t^eir^ children. > 

• Women do not have a natural inability to handle 
authority|as some people believe. Some^women- will 
handle authority well, some will not, ^he same as ' 
meh./^ 

n 

• Some men will resist the authority of women at first. 
However, when it is no longer new and unusual, men 
are likely to* become more accepting. 
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6. Right npw women are fighting for a chance to demons tratp 
that* th^ can* handle authority and that they are re- 
sponsible workers. People are watching and judging. 
What effect might this have on individual women? 

7. How could, the Interviewer h4ve handled the situation 
so that he TOuld have informed Beth of the concerns of 

the company without being offensive? 

« • • . . »• 

For example, stressing the importance of not missing 
work and reference to negative behavior of other 
employees rather th|^ directly accusing Beth, etc. 

8. List on the board s^uggestions from the class on what 
reasoijiB people might have^ f oV npt wanting to give 

^ women/ posit ions of 'authority. ^ 

9. See if the class"^an figure out possible bases for 
these reasons. 

10. What changes are taking place that might decrease the , 
importance of some of these reasons? • 

FOLLOW-UP: Allow five minutes at the end of class to siramiarize and 

* evaluate what lijas been discussed. Include a discussion of: 

• What women can *<io to get more authority -on the job 
and handle it. 

* • Men's attitudes toward women in authority. 
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Student Worksheet #10 Happy Hame insurance Compa 



Interviewer: 
Beth: 



Iilterviewer: 




IntervijBwer : 
Beth: ^ 

^Interviewer: 
Beth: 

Interviewer: 
Beth: 

Interviewer: 
Beth:. 

Interviewer: 



Beth: 



Interviewer^ 



Good morning, May^ I help you? 

Yes, my name is Beth' Johnson,^ and I'm looking for a jqjjb. The 
receptionist told me to see you, 

' • / ' ■ ' 1 

I see -you have' your application filled oiit. Which was it 

that you're interested int 

Well. I was looking for. something supervisory, and I t^^ght 
the^aX^s Supervisor's job that is open mighf: be a good sikrt. 

I see. - Let s look at youi;, background. You havi^ two* children? 
I don't like to pry, but I'm afraid I'll have to ask you about 
your day-care arrangements — I see you're divorced. ^ 



i-i-but I've made adequate plans to see that my children 
for. 



Will sbipeone take care of yoiit *?hildren when they ^re side? We 
expect our employees to be at*^ work every day' unless there J.s a 




serious emergency; /^^ 
I plan to be at work every d^y* 



You're not planning to havtf any mor^- ch'iliir'en, are you? 

• •' ' ' / * ■ 

Why- — uh — no. You see, I'm divorced. ; ' ^ * 

Yes, I know, but a girl your age^could easily remarry. 

I don't have any plans to remarry. ■ ^ ' T . ^ 

Good, I'll just make a note of that. NowVwhere were we? Oh, 
yes. You have a year of experience in Insurance sales and are 
working on an Associate Degree in business.- What do you plan 
to do with-it when you finish? ^ 



I hoped to get a job in business management. I thought I might 
be eligible for some kind of management training program. 

With only a year's sales experience, I*m afraid our Personnel 
Director would hesitate to invest training time in you. You'd 
have to give a better indication of your abilities as a super- 
visor before we could consider it. 



> 
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I Beth: 



What about the opening for Sales Supervisor? 



Interviewer: Perhaps* But then, there's the problefi of making k girl super- 
vispr over men. Generally, we try not to do that /because it 
. ./ makes the me^^nervous and reduces t^iei/prbiiacti^ty. I think 

youM be better of f staying i^ sales. 



Adapted from Kast, Fremont E., and James E.; Rosenweig, "Changing Values and 
Roles: Women in Management," Experiential Exercises and Cases in Management 
McGraw-Hill, 1976, pp. 327-336., * 

... i ■ 




\ 
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BOOKS. ARTICLES. AND ACTIVITIES 

.Concord Motivation Service, iuccei^^k SupeAv^lon, Media Pennsylvania, 1968. 

Series of bopklets covering^ a variety of topics in the business 
world: Leadership Skills, The Art of _Giving Ins trbct ions, Decisioo-' 
Making, Cooperation, Work Simplification, How to Plan and Schfediile V/ork, 
Training New Employees, How to Control Cost, Preventive Maintenance J 
The format in each booklet ±6 informal; the language is Informal. ' i 
• Illustrations, tips', and cases are Included. 

Kimbrell, Grady and Vineyard., Ben S., SucczejdUt^ in the. Wo^^o^iiJoKk, 
, McKnight Publishing Company, Bloomington, Illlnoi^l" 1/^5. 

, Text covers basic know-how needed in the World 5f Work, plus ^ 
knowledge ajid skills required for fulfilling one's r^ponsibilities 
in the world of work. Specific chapters fall under thte general head- 
ings of 'Entering the World of Work', Awareness^f Per^nal Responsibil- 
ities, Awareness of Consumer Responsibilities, Planning Your Future 
Responsibilities. Topics include applying for a job, getting along with 
co-wibrkers, human relations, understanding yourself , money mah^ement, 
responsibilities as a consumer, etc. 

Kimbrell, Grady and Vineyard, Ben S. , Kdtivltiu ioK SuccZQxUng In thzUkiAZd 
0^ Wo/ik, McKnight Publishing Company, Bloomington' Illinois, 1975. 

Workbook to be used in cotijuncition witli Sttccdectcwg AJlrthz WoHJid 

> 0|J Wonk. Activities include survey questionnaires, .quizzes, vocabulary 
and math tests. - -» 

Stewart, Nathaniel, H^Zp YouA B066 6 Help VpaA^dii, a divisiorfof American 
Management Associations, New York, 1974. ^ ^ 

This book answers questions Buch as: t "Juet what can you do to help 
your boss pver come his limitations and perform more effectively? How 
can^ou do it?^ Why should you do it? Are there different -types of bosses 
who Weed your help? Do they have different kinds of blind spots holdiag 
them] back? And are they to be managed differently?" Chapters include 
proxies of types of bosses, construcJ:lve guidelines to follow when helping 
the /boss. Also contains postscript for ttie boss; Advice on how to take 
advice and a postscript for the subordinates, What an effective boss is 
expected to do. ' 

^Zanca, Jacqueline, "Managing Your. Time, " Women 'i Wo^^fe, Vol. 3, No. 3, May/June, 
pp. 5-9. 4^ . 

Techniques for managiiig time. Includes ten ways to kick 'the "time 
abuse habit." Placing a value on time, setting goals, organizing activities 
and setting priorities are- emphasized ^ 
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AUDIO VISUAL. RESOURCES '*,- ' ^ ' • 

— ~ — ' — T — : «- — ' — ■ . .: > . ■■ ^ . : , • ■ . 

Ba6^C Job StUlU: HcXndUng RcAporulbUAJty, available f rom sthe Audio Visual 
Service, University of Illinois, Urbana, IL 61801. Request film number 
'55289.* (12 minutes) . : 

Recurring characters who assume changing roles in four different 
work situations demonstratdl variations on the theme of handling tes^dn- 
sibility., Thi^ role-playing approach focuses on core situations which 
examine the interdependiik^^e of co-workers in accepting job responsibilities 
responsibilities of workers to supervisors, and' the responsibility of a- 
supervisor for the Worl^ of others. ^ After each presentation, a summary is 
made* of th^^portant ^itits. A 1976 production.. * . ' ^ ^ ^ 

Vou and You/i Job:- Taking SupeAvuton, Coron^Instructional Media, Ct>icago, 
Illinois. (49 frames, 9^ minutes) 
^ This filmstrip emphasizes that the ability to follow directions is 
important asset. Willingness to accept and see criticism is a key 
\<^toT in taking supervision and improving work. . ^ 

There Is much more to supervision than, someone simply giving orders ' 
and the other person foj-lowing them. . Supervision involves- understanding 
that a job needs ^to be done, that there is a certain way to do it, and a 
limited time to do it in. ' ' . 

J/ouA Job: you'and VouA Bo44, C8ronet Instructional Media, Chicago, Illinois. 
(17 minutes) ' ) 

- Looks at jobs first from the (employer's n<iint-o&r:view. Through iWer- 
views with employers,, it establishes the cr^^ria used to select employees 
and the behavior most generally expected of emplc^ees. (1) Be dependable, 
arrive on time, (2) Do the job well, and (3) Do^ the, job a certain way: 

Examines employer-eenployee relationships fr6m the employee's point- 
of-view with respect to reacting to authority. 
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